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Microsoft Word

The following guidance was created to provide assistance with some of the most frequently used functions of
Microsoft Word, as well as to provide resources for help and training. Please note that the SCBC and ECQA
templates exist as resources to make formatting easier and more straightforward. They can be found at
https://workspace.icfi.com/hscd/ees/occprojects/SCBC/Templates/Forms/Allitems.aspx and
https://workspace.icfi.com/hscd/ees/occprojects/Quality/Templates/Forms/Allitems.aspx, respectively, and will
also be available in the Center Resources of each workspace.
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How to Find Help

Use the Word Help Function

Word Help offers extensive details about the many features and shortcuts
available within the program. Click on the question mark at the top right
of the screen and use general or specific search words depending on
what you need to do (e.g., tables vs. inserting a row in a table). Click
on the desired topic for more information.

Use Google to Find Help

Google searches can provide helpful links to how-to documents and
tutorials. In order to target the most useful information, be very specific
about what you are searching for. It may be necessary to browse several
different articles to locate the specific information. If you do not find what
you are looking for, try another search using different terminology. The
articles you review might give you additional ideas about how to phrase
your question.

how to save a word document as a pdf

Google
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Create a table of contents or update a
table of contents

Create a table of contents or update a table of contents
Products ... It does not cover tables of authorities or
tables of figures. What do you want to do?

Insert a table, convert text to a table, or
draw a table
Insert a table, convert text to a table, or draw a table.

The quickest way to add a table is to select the size you
think you want on the Table grid.

Create a table of authorities

Create a table of authorities. The feature or some of the
options described in this Help topic are only available if
support for English (U.S.), Canadian French, or ...

Add alternative text to a shape, picture,

:hart, table,
n create

chart, table ...
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Specific Functions: How To... CotbriBosy - 1 -
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Format a Table Ly

43 C
[ Paste Options:

Add a Column or Row B
Insert -+
1. Rightclick in a cell to the left or right of where you want to add a DeleteCells.. Insert Columns to the Ri
column, OR right click in a cell above or below where you want to Seledt Insert Rows Above
add a row. B spiit Cells... Insert Rows Below
2. On the shortcut menu, point to Insert and choose your desired l_l% f::;:e::iadmg” —
command. Video How-To! (The column or row inserted will have P — ;
the same properties as the column or row you clicked on (i.e., If iore ,
you clicked on a merged row it will insert another merged row). B | Table Broperties::
i=  Bullets | »
i=  Numbering | »
& Hyperlink...
Look Up 14
Synonyms 4
35 Translate
Additional Actions 4

Delete a Column or Row

1. Position your cursor and select the column or row you want to delete by clicking to the left of the row OR the
column’s top gridline.

2. Right click on the column or row, click delete cells, and select delete columns or delete rows.

B

\ B — [

Cut L cut | I | S
e Ko L Ha Copy R R
@ FZaste Ovtions: (% Paste Options:

5 5

Insert 4

- Insert 4

Delete Columns

Delete Rows
Select 4
o Select >
fE Merge Cells & M o
Merge Cells
HE Distribute Rows Evenly -
] I HE Distribute Rows Evenly
g Distribute Columns Evenly +
gy Distribute Columns Evenly

O Borders and Shading...
“A et bt Q Borders and Shading...
11 Text Direction..,

Cell Alignment > i3 | e peetions,

AtiE Cell Alignment >

AutoFi »
= AutoFit »
[ Table Properties... "

&

Table Properties...

.
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Add Shading

1. Position your cursor and highlight the column, row, or cell you wish to shade. '

| * Cut —
2. Right click on the highlighted section and locate Borders and Shading. B2 copy L
3. Click on the Shading tab, select the color choice, and click OK. Make sure to @ PasteOptions:
choose whether to highlight the cell(s) or the entire table. B
Borders and Shading | .,?, | = ) Insert >
_§orders Page Border | Shading I Delete Columns
Fill Preview Select 4
NoCoor  [<] 3 Merge Cells
paipemeColaes HF Distribute Rows Evenly
H EEEEEER n
— = ’J} Distribute Columns Evenly
QI I I I . I I I I — Q Borders and Shadingé
. |} Text Direction...
Standard Colors ;
mo EEEEN ' Cell Alignment »
HoEalor AutoFit ’

i3 More Colors...

= BF Table Properties...

8 ) (o

Tip: If you want to shade a cell the same color as an existing cell
@ but are unsure what color was used, highlight the already shaded (Er= (5[] |
=] cell, and follow the steps above. You will see that one of the colors [ ok |
has a dark border around it, indicating it is the selected color. If Colors:
you do not see one with a border you can click on More Colors
and then on the Custom tab. You can then copy the code for the
exact color that was used. Repeat these same steps on the
column you want to shade and enter the color code. Many of the
approved ACF colors can be created by using the custom color Color moget: [RGB
tab. ACF approved colors can be found_here. Bed: 0

Green: 0

Standard |{ Custom}

MNew

Ak | {[4k | [+

Blue: o

Alternatively, you can shade a cell or cells by selecting the cells for !
shading and clicking the paint bucket icon on the Home tab. -

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
Cut

i Jio <A A R e == e [
C - ilO il e o E-EEE T . AaBbi Aat o
opy
) N AW, y E=E== 1=, v iy " iy
Format Painter B L Urrakx, X A Bl= == = gg i 1st bullet 2nd bul... T
board 7 Font I Par. P Theme Colors
* H EEEEEEN

: : e ﬁ‘ﬂl“llllll“

Standard Colors

& mm H B H N N )f the Tabl

- No Color
Table Header = ble Header
va¢ More Colors...
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Repeat Header Row _Video How-To!

1. Select the heading row or rows. The selection must include the first row of the table.
2. Under the Layout Tab, click Repeat Header Rows.

Allow Table to Break Across Pages video How-To!

1. Click in the table.

2. Click the Layout tab.

3. Click Properties, and then click the Row tab.

4

Click the Allow row to break across pages check box.
Tip: if you do not want rows to break across pages, simply uncheck the “Allow row to break across
pages” box. However, you must be careful when you do not allow the rows to break across a page. If the

h.,'- text is too large to fit on one page, and the “allow row to break across page” is unchecked, any excess
text will be hidden from view.

Merge and Split Cells
How to merge (combine) cells:

1. Select the cells that you want to merge. When you select the cells, the Layout tab will appear on the

toolbar.
2. When you are ready to merge (or combine) the cells, select the Merge Cells button located in the top
toolbar.
E' B g ¢ eg‘ = 1504_CCDF and Licensing_Agency_Governance_edited 2 [Compatibility Mode] - W... ETOOLS
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES REVIEW VIEW DESIGN LAYOUT

~

[ea=z] £ [ Height: |0.89" 2| B Distribute Rows

s B M R EE RE &

Select Vlew Properties Draw Eraser Delete Insert Insert Insert In}e ) Split  AutoFit (‘f} Width: | Distribute Columns
v Gridlines Table 12 Above Below Left Right ells Table %
Table Draw Rows & Columns ] Merge Cell Size [F}

How to split (break) cells

1. To split a cell in order to create multiple cells, select the cell(s) you want to split. Once the cells are
selected, the Layout tab will appear on the toolbar.

2. When you are ready to split the cells, select the Spilt Cells button located in the top toolbar. After clicking
Split Cells button, a second box will appear where you can enter the number of rows and columns you
want to create after splitting the cell(s).

E H <& ¢4 Y = 1504_CCDF and Licensing_Agency_Governance_edited 2 [Compatibility Mode] - W... BLETOOLS

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILING . VIEW ESIGN LAYOUT

B g o { = ] -

b EH B B M@ BR R E R o
Select View Properties Draw Eraser Delete Insert Insert Insert Insert plit AutoFit S Width: | B

a : ~
~ Gridlines Table - Above Below Left Right Cells fiable -
Table Draw Rows & Columns = Cell Size

Number of columns:

Number of rows:

Merge cells before split

OK ] { Cancel
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Size and Distribute Rows and Columns Evenly

1. To use your mouse, rest the cursor on right side of the column (or bottom of the row) boundary you want to
move until it becomes a resize cursor +||", and then drag the boundary until the column is the width you want.
2. To change the width to a specific measurement, click a cell in the column that you want to resize. On the

Layout tab, in the Cell Size group, click in the Table Column Width box, and then specify the options you
want.

3. To make the columns in a table automatically fit the contents, click on your table. On the Layout tab, in
the Cell Size group, click AutoFit, and then click AutoFit Contents.

El B O ©- A,—‘ L7 = New Microsoft Word Document [Compatibility Mode] - Word TABLE TOOLS
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT

[3 @ E m D & m m (E] B % %EDHeight: 071"  %| B¥Distribute Rows

Select Yigw Properties Draw Eraser Delete Insert Insert Insert Iqsed Merge Split  Split  AutoFit ﬁ Width: [1.65" * | H Distribute Columns
Gridlines Table hd Above Below Left Right Cells  Cells Table
Table Draw Rows & Columns ] Merge Cell Size P

Tip: To distribute rows and columns evenly do the following: Video How-To!

1. Select the whole table. Two new Table Tools tabs (Design and Layout) will appear in the Ribbon when
the table is selected.

2. Select the Layout tab.

3. Inthe Cell Size group, you will see an icon for “Distribute Columns” below an icon for “Distribute
Rows.”

Use the Format Painter Tool

You can use the Format Painter on the Home tab to apply text formatting and some basic graphics formatting,
such as borders and fills.

1. Select the text or graphic that has the formatting that you want to copy.

2. NOTE: If you want to copy text formatting, select a portion of a paragraph.
If you want to copy text and paragraph formatting, select an entire

paragraph
3. Onthe Home tab, in the Clipboard group, click Format Painter. Video Paste
How-To! v J Format Painter \

Clipboard ,J

Select the text or graphic that has the formatting that you want to copy.

NOTE: If you want to copy text formatting, select a portion of a paragraph. If you want to copy text and
paragraph formatting, select an entire paragraph, including the paragraph mark.

6. Onthe Home tab, in the Clipboard group, click Format Painter.

Tip: Double clicking on the Format Painter allows you to “paint” the format multiple times within the
* document.

I EEEEEEEEE———
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Use the Paragraph Function: Line Spacing

1. To set the line spacing or the spacing before or after a paragraph or bullet, locate the line and paragraph
spacing feature in the paragraph section under the Home tab, and set the desired spacing.

2. To change line spacing within a document or apply a change to the entire document, highlight the specific
section OR the document in its entirety and follow the directions above. Video How-To!

3. Note: On some occasions line spacing may be erratic. This can often be corrected by ensuring that the check
box next to the “Don’t add space between paragraphs of the same style” is not checked.

- B
Paragraph |_W_X§|

Indents and Spacing i Line and Page Breaks I

General
Alignment: | Left E]
Outline level: Body Text E] || Collapsed by default

Indentation
Left: - Special: By:
Right: 0" jﬁ$j"v | (none) |E] .

[7] Mirror indents

>

Spacing

Before: ~_€~; Line spacing:
After: %;; 'Single -C-
[:] Don't ad een paragraphs of t

Preview

Samnple Tee Senple Tea Sanple Tea Senple Tea Sanple Tea Senple Tea Sanple Toe Senple Tea
Surnple Tt Sample Tea Senple Tea Sanple Ted Senple Tea Sanple Tea Senple Tea Sanple Tea
Sample T Senple Tea Sanple Toa Senple Teoa Sanple Toa

| Tabs.. | | Set As Default | [ ok || canca |

N A

Add, Delete, or Change a Watermark

1. Locate the watermark feature in the page background section of the Page Layout tab (Design tab for
Word 2013).

Page Layout References Mailings iew Acrobat
2 oE=f 2% D0
= J 3 Line Numbdys ~ - :
Orientation Size Columns __ ) Watermar age Page
v - - be” Hyphenatio olor v Borders
Page Setup Background
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I — ——— —— ——— — —— ——  ——  ————— —— — ——————————————————————————————————————————————————————————
2. Click on the arrow under Watermark and select the desired option. You will find popular watermarks to
click on and apply to your document, as well as options to remove the watermark or customize your own

specific background. Video How-To!

3. Users can also create a Custom Watermark (e.g., Do Not Distribute, etc.) by clicking Custom
Watermark.

Tip: When inserting a watermark, you can format the watermark horizontally or vertically by selecting the
" appropriate layout radio button when inserting a Custom Watermark.

Page Layout References Mailings Review View Acrobat

P\ [j W= Breaks * j &j j Indent Spacing
= #ALine Numbers = = Left: 0 1< Before: 0 pt

Orientation  Size Columns \Watermark| Page Page

kA

Pllaran

b2~ Hyphenation = o Calor ~ Borders 2 Right: 0 Y= After 10pt
Page Setup Fl C i
CONFIDENTIAL 1 COMFIDENTIAL 2 DO NOTCOPY 1
DO NOT COFY 2
Disclaimers
DRAFT1 DRAFT 2 SAMPLE 1 A
g More Watermarks from Office.com >
[ Custom Watermark...
8% Remove Watermark
y

Save a Word Document as a PDF

There are two ways to save a Word document as a PDF: 1) save as a PDF from within an open Word document;
or 2) convert the Word document to a PDF.

Save from an open Word document:

1. Locate the Save feature by clicking on the File tab at the top left corner of the screen.
Wid™®- & 38"

I'L

S5 Copy

Faste
- JFnrmat Painter
Clipboard ]
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2. Click on Save. Once you have named your document and chosen a location to save it, click on Save as
Type, choose PDF from the dropdown box, and click OK. Video How-To!

Save As S
\7|@ » Libraries » [;c;.lmems 3 v|"‘| Search Documents }Jl

Organize » Mew folder g== = @
. Templates o .
~ Documents library Armange by Folder =
Includes: 2 locations
- Favorites £ =
B Desktop Name Date modified Type Size|y|
k& pounioacs Mo iterns match your search.
= Recent Places
[=7 Mobility Center
=l Libraries AN n v
File name: Docl -
Save as type: [Wo[d Document ']

Word Document

‘Word Macro-Enabled Document
Word 97-2003 Document

Word Template

‘Word Macro-Enabled Template

Word 97-2003 Template
= Hide Folders [T

¥PS Document
P Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

‘Word XML Document

Word 2003 XML Document

OpenDocument Text

Works 6 - 9 Document

Authors:

Convert a Word document to a PDF:

1. Right click on the name of the document and choose Convert to Adobe PDF from the dropdown menu.

Documents library

New folder

Date modified Name

| @5 3/24/2015 1:10 PM Doc1

Open

Edit

New

Print

Medialnfo

7-Zip >

Convert to Adobe PDF e

Convert to Adobe PDF and EMail
Combine files in Acrobat...

B g

Scan with System Center Endpoint Protection...

Open with »
Share with >
B Scan with Malwarebytes Anti-Malware

Restore previous versions

Send to »
-1 Cut

(¢4 Copy

Create shortcut
Delete

Rename

<|

Open file location
le Size: 13.5 KB atus: Add text Pages: 1

racy L Date modified: 3/24/2015 Properties bype: Add text
2. Click Save when the following menu appears. The document will automatically save and open as a PDF.
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Documents library

Arrange by: |
New folder
Date modified Name Type
2] 3/24/2015 1:10 PM Docl Micr
| Search New folder
Organize v New folder
‘Tﬁ«’ Favorites
B Desktop No items match your search.
8 Downloads
| Recent Places
s Computer
2] Google
B Windows Mobility Center
4 [ Libraries
File name:
Save as type: [PDF files
<l 4 Hide Folders
Prcpery — 0
L Date modified: 3/24/20 ]

Save a PDF as Word Document

Users with Adobe Pro installed can create Word Documents from PDF if the PDF document was originally
developed as Word document.
1. Select and open the PDF document you want to convert
2. Once this PDF is open within Adobe Pro, select File->Save As->Save As Other-> Microsoft Word. Video
How-To!

- Tip: While this conversion works well on text, things like table formatting, images, smart art, etc. don't
¥ always translate well. Always make sure to carefully review the new word document for formatting issues.

.,?_\u Adobe Acrobat Pro
[ et View Window Help

£ e “C gz lBTOLEVBE AT

T2 Create 3
Word Document
Word 97-2003 Document

D Save Ctrl+5
Save As... Shift+Ctrl+5

[—] Send File... Spreadsheet »

@ Get D Signed Microsoft PowerPoint Presentation
et Documents Signed...
J Image 3

Revert
HTML Web Page
Close Ctrl+W
Reduced Size PDF...
Properties... Ctrl+D
Certified PDF... bat' X| Pro
© Print... CtrleP | Reader Extended PDF v
1 G\ A\ccdbg-guide-for-states-final pdf Optimized POF... cent File S
2 ChlUsers\..\LEAD Newsletter_March 2015.pdf Archivable PDF (PDF/A) uide-for-states-final. pdf f
3 C..\Effective Questio...ystems 3-27-15.pdf o r
ey I (A wsletter_ March 2015.pdf
4 Ch.A50330_EEC_FAQ_EEC_Template_.pdf X f
More Options L4
5 . ABth+ 5+ 2700+#64.. dendum,+ 032715, pdf Questions - CCDF Leadership an...
|c

Exit Ctrl+Q

T 150330_EEC_FAQ_EEC_Template_.pdf

—h

ﬁ 16th+5t, = 2700+ #648,+ Ash=8&+MNguyen, +...
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Insert Objects or Pictures and Format Adjacent Text

1. Toinsert a picture, first ensure that you have the picture file saved on your computer.
2. Then, within Word, select Insert and then click Pictures.

FILE HOME INS

B CoverPage~ D
]

[ Blank Page

IGN PAGE LAYOUT REFE

I__|_/| 75 SmartArt
' gfl Chart

iy Table\ Pictures Ogine Shapes
*— Page Break - Hires -~ &+ Screenshot~

Iy

Pages Tables Illustrations

3. Nauvigate to the file location and select Insert.

Format Adjacent Text

1. When inserting a picture where additional text is to surround the picture, you can move the picture into

place by right clicking the picture and selecting Size and Position.
2. A dialogue box will appear and you will want to select Text Wrapping.

Depending on where you want the picture in relation to the text, you will select the appropriate option,
most often the option selected will be the “Tight” option. Enhanced flexibility for picture placement can
also be achieved by selecting the “Through” option. Video How-To!

- '
Layout @Iﬂ
Wrapping style
In line with text Sguare Tight Through Top and bottom
Eehind text In front of text
Wrap text
@ Both sides () Left only () Right anly () Largest anly

Distance from text

Tap o Left |0.13"

LIRS
Ak |||4le

Bottom 0" Right |0.13"

[ OK J’ Cancel ]

S —————————————————————
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Training and Tutorials

¢ General Word Guidance

Top Tips MS Word
Microsoft Office and Microsoft Word Basics

¢ Formatting Tables
Tables I: Get Acquainted with Tables
Rows & Columns in Word 2010
Editing Table Structure

¢ Using the Paragraph Function: Line Spacing

Adjust the Line Spacing Between Text or Paragraphs
Set Line Spacing in Word 2010

¢ Adding, Deleting, and Changing Watermarks

Insert a Watermark or Change a Watermark
Set Watermark in Word 2010

¢ Saving a Document as PDF

Save a Document as a PDF (for all Microsoft Office applications)

¢ Creating Templates

Save a Word Document as a Template

I EEEEEE——————————————————————————————————————
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http://www.tutorialspoint.com/word/word_set_watermark.htm
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https://support.office.com/en-za/article/Save-a-Word-document-as-a-template-1a20aa19-5ca4-4b40-bdf2-57a2168c1e89?ui=en-US&rs=en-ZA&ad=ZA

